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Prior to accepting an award, the following steps MUST be followed by the user department:

1) Notify GSD of grant award and complete the Grant Award Set-Up Form (“Form”) located in Appendix L of the
Grants Management Manual of the Financial Services Department.

2) If Legal has not already done so, forward the Form to Legal; Legal will review all grant and contract documents and
sign-off as necessary..

3) Financial Services will set up any required accounting information based on the Form.

4) Contact OMB for any assistance required in establishing the Budget Transfer to set up the grant funding.

*GIAF = Grant Information Application Form
**If City Council approval is required, the affected department is responsible for the placement of appropriate
documents on agenda for approval. Once approved, the grant application is forwarded to GSD for further processing.




